Set up user profile.

· Set up email (access Arp Home Page for tutorial)

Go to:

Technology

Computer maintenance

                             Access email



         Choose correct tutorial

Start




Settings




Control Panel




Mail




Get rid of personal folders




Highlight personal folder if any and press remove.




Type in “mail” and check your name and click OK




Add Outlook Address Book and click OK and OK.



 Set up Internet Explorer:

Click on Internet Explorer

Cancel Firewall if it comes up.

Click on Tools at top, internet option, address should have only http://www/
Click on connections at top.

Lan Setting at bottom of box.

Check Automatically detect settings.

Check proxy server and check Bypass proxy server for local addresses

Address should be 10.20.1.17 and Port will be 80.

Click OK, OK, OK 

Click Home and Refresh

How to map a drive on Office 2000.

Click on My network

Double click on Entire network, 

Folder

Highlight folder you want mapped

File

Map Network Drive

Accept Letter the computer gives you

To Check

Go to My computer and click on the folder you mapped.

How to save on the network.

Three things to do before you save on the network

· Choose (save in) place to save

· Name your file

· Choose type of document( click on arrow to see types)

· SAVE

How to put folder on desk top.

Right click on desk top

   Choose:

       New

       Folder

       Then type name of folder in the blue

       Enter

Move folder from desktop 


Click on folder and drag and drop into the white space in the window you have        opened.

      If you update a folder you have to remember to update both folders.  Folder is in both places now.

To put fold into the network.

 
Click on:

 My Network

Window

Make window mid sized

Drag folder from desktop to Window

How to lock your email

Press Control, Alt, Delete

Option ,Choose Lock Work Station,

How to unlock

Press Control, Alt, Delete

Type password 

